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Workday 38 System Update

Feature Highlights| March 2022




Workday Update Methodology
Feature Highlights
Communications and Training

Stay Tuned



Workday 38:

Methodology

Workday updates functionality 2 times per
year

Each update contains many enhancements
to WD functionality that Brown may accept
or defer depending on their impact to the
community

Each accepted enhancement is tested prior
to being deployed

Deployment will take place over a weekend
update, during which Workday will be
unavailable

The community will be provided with
updated information, training and materials
depending on the magnitude of the
enhancement



Workday 38:
Feature Highlights

User Experience
Changes

Search navigation

Accessing and Managing
Applications

Pop Ups for tasks
Workday Assistant updates
Business process grid

Change Benefits user interface



e Use arrows on keyboard from type ahead

(Bl e ® ) D
S— ‘ i to select results. Clicking arrow from
g AmEmeti B keyboard will highlight results in type
i e ahead to select; once clicking enter,
B e \ results will render
— - e To see more results, enter search criteria
and click Enter to expand search beyond
Suggested Resul type ahead; suggested results will appear

For more information about expense reports, go here: My Expense Reports.

b 3 ® Tasks supported by Workday Assistant are
o— 7oy oy st noted in results

Search Navigation




X
Configure Your Search C

Drag and drop to reorder both lists. . EnSU re Sea rch Criteria is
Saved Categories

What are the categories you would like to search first? (Minimum of 1) C O n ﬁ g U re d

it People

tH Tasks and Reports

e Use More Categories to expand
search

More Categories
What are the categories you do not want to show?

i Recruiting

i Staffing

= w ® For more on Search
[A  Saved Categories v Conﬁguratlonl go here

Tasks and Reports o

‘= More Categories >

Search Navigation



https://www.brown.edu/about/administration/workday/sites/administration-workday/files/Workday%E2%80%99s%20New%20Homepage%20Video%202-A%20Smarter%20Search.mp4

— W =
e Y Aeps 2 vnsers| | @ \WWorkday reminds you to
Navigate to Apps from anywhere in

Introducing Global Navigation Panel Alternative Work Assignment CO nﬁ g U re a p p | icat i O n S a S n e e d ed
e o @ sone via Global Navigation Panel

reports and more.

Pay

Personal nformation ® You may reorganize your apps to
) Timeon better support your use of

S Talentand Performance Workday by clicking Manage

B cpences Apps

(B rcademic Dashboard
o

e Shortcuts are accessible and
configurable via global
My Shortcuts / Edit navigation panel

Accessing Applications




e When accessing tasks in
Workday, the task will begin as a
pop up on current screen

Create Expense Report

v Expense Report Information v Instructions

Expense Report For % Employee: AcademicAuditor, KS (645514) EXPENSE REPORT INSTRUCTIONS

Please review our Expense Report Policy here. If you have questions or
need additional assistance, please contact your Expense Partner.

Creation Optons % @ (racte New Expense Report

e You no longer need to use the
back button to navigate away
from a transaction; click X at top
right of screen to close
transaction that has been
initiated

0O Copy Previous Expense Report

Top Tips for successfully submitting your expense report and avoiding_
reimbursement delays:

Employee being reimbursed is responsible for the accuracy of expenses
reported and claimed. Employee being reimbursed is responsible for
providing receipts and accurate documentation of allowable expenses.

Memo

» Receipts are required for all travel expenses in excess of
$75, Airline, and Auto Rental.

+ Detailed Hotel bill (not credit card receipt) is required for re-
imbursement of lodging expenses

+ Receipts are required for all business meals.

Company % | X Brown University -

Expense Report Date * | 83/85/2622 ﬁ

Rucinace Purnasa ‘ — \ Payment Elections must be made before submitting an expense report.

Pop Ups for Tasks




I can help you find information, navigate Workday, and
get things done.

e Workday Assistant available tasks
highlighted when Assistant is
¥ Suggested Capabilities expa ndEd

‘ [Try things like: "Request time off’

[El View COVID-19 notice

® Assistant can also display previous
inquiries by clicking Show Previous

& View my teams check in or out Messages

E Request time off

‘= Show available capabilities

Show previous messages -

Workday Assistant




O Workday Assistant 3:29 PM

Time Off Event : Apr 19 - Apr 22: 2 Days

Vacation Days (Exempt) e \Workday Assistant can now assist with
What change would you like to make? To ca nce“ng or editing future time off
correct older or unapproved requests, please

use the Time Off page. reqUEStS

( Edit Time Off >
( Delete Time Off >

(o)

Workday Assistant




Process History

Process

Expense Report Event
Expense Report Event
Expense Report Event
Expense Report Event
Expense Report Event

xpense Report Event

Expense Report Event

Expen: ort Event

Expense Report Event

Step

Expense Report Event

e

Review

Rev

Review

Rev

Expense Report

w Expense Report

Expense Report

w Expense Report

Review Expense Report

Status

Step Completed

Not Required

Not Required

Not Required

Approved

Not Required

Not Required

Not Required

Completed On

03/05/2022 02:17:17

PM

Due Date

03/12/202

A2/19 9009

A219 /909

03/12/2022

Person (Up to 5)

ari Cavanagh, Stephanie M (314198)

"

Williams, M

arie (642770) (Manager)

Frazier, Donna L (312763) (Expense Analyst)

Gillardi, Michael (640679) (Expense Analyst

Pacheco, Luisa

7) (Expense Analyst

@@= 0]

All Persons  Comment

=)

=)

=)

=3

=)

e When reviewing business
process history, a new
grid framework displays
to easily identify the
awaiting action, awaiting
person(s) and comments

e All awaiting persons can

be identified by clicking
All Persons

Business Process Grid Display




Retirement

e Based on selected change,

[]/[]\[]{U ;tg:'(et;)VoluntaryNoERMatchCT []/ﬂ\[ﬂ 323(82)Vo|untaryRothNoERMatcth new User Interface d|5p|ays
: your options based on
eligibility

Health Care and Accounts

e C(lick applicable window to

@ Medical W Dental = h
begin changes
= Enr
@ Vision :yeel}thSavingsAccount
E E

Change Benefits User Interface




Workday 38 e Name Pronunciation
Feature Highlights

e Notes on Candidate Profiles and
Job Requisitions

e FTE on position restrictions

Recruiting and Staffing




e Staff and faculty will have the option to
include visual phonetic name

Ponetic rmniton | srce it pronunciation in Workday, displayed

under their name on the worker profile

page

Change My Name Pronunciation AbsenceAdministrator, KS =+

AbsenceAdministrator, KS

(645495) e Use the Change My Name Pronunciation
e task in Workday to update pronunciation

Name Pronunciation




REQ176419 Workday Analyst (Open) - w o

e ", Altomari Cavanagh, Stephanie M (314198)
Recruiting Start Date  02/11/2022 - 22 days ago Hiring 1rc = @

Target Hire Date 02/11/2022- 22 days ago

Primary Location 164 Angell Street

5 Notes -

® Requisition notes enable those
5 working on requisitions to

Altomari Cavanagh, Stepha... =
|

03/05/2022, 808 PM £ collaborate and coordinate on status

Requisition updated to include revised
grade. Please ensure candidates are
aware of the change.

Updated on 3/1/22

® Notes are visible to all that have
access to requisition internally

Requisition Notes




; Notes: Job Application
REQ176419 Workday Analys:

1 item

Altomari Cavanagh, Stepha... , =
/ |

03/05/2022, 8:23 PM AN

Candidate interview pending response.

l—% SITVOOE Wi Q00EsS

Candidate Notes

Candidate notes on job applications
allow those reviewing applications to
communicate and coordinate on
status

Notes are visible to all that have
access to requisition internally




e FTE on Create Position allows FTE to
et VeelyHows | 375 | be calculated on a position with no
| active requisition

Scheduled Weekly Hours ‘ 37.5

FTE 100%

e Thisshould be used when new
positions are created or edited when
they are unfilled to update FTE data

FTE on Position Restrictions




Workday 38 e My Requisitions
Feature Highlights

e My Requisition Process Interface

e Mass Close/Cancel Receipts

Purchasing




Search for Goods and Services

e My Requisitions Report

Requisition Details

has been changed to easily

Requisitions Clear Filters  Edit Filters
Open (3) Completed (0) a Requesting for L] ] . . .
identity requisitions you
Stephanie M (314198)
REQ-0103558 +* Awaiting Action by Ritchie Hilbert, Madelyn {644978)
Total Amount $600.00 Created on 03/06/2022 - o
= have initiate
item ¥ Brow reraity
rown University
REQ-0103556 *** Approved . .
Total Amount §13.57 Created on 03/03/2022 @ N
e Ordered Receiving Invoicing
item
n
e Thisreport also supports
Total Amount: $13,285.91 Created on 02/16/2022 @ "
= Ordered Receiving Invoicing External Suppliers
- n L] n L n L L]
Search for goods and services on supplier
e Initiation or requisItions
BrownBuys 2

- e For more information,

—

review the My Requisitions
Report job aid in Learning

Start a Non-Catalog Request -

My Requisitions




Non-Catalog Request

What do you need to order?

Description *

Requisition Details

a Requesting for
~ Altomari Cavanagh,
Stephanie M (314198)

Company
Brown University

i

Edit Details

Requisitions Initiated
from My Requisitions
will have a streamlined
look

Requisition sections
highlight different
components of
requisition for update
and submission

Requisitions Initiated from My Requisitions




Mass Cancel Procurement Documents

Request Name * | Test

Company or Company Hierarchy *

5 e Used for receipts where PO
= is still open with unbilled

Procurement Document Type *

Selection Criteria Date Selection Criteria

= ‘ Inactivity Days ‘ 0 | I n e S

Status for Cancel

Supplier ‘ = | Last Activity Date Onor MM/DD/YYYY ﬁ ‘
After
Supplier Contract ‘ = Last Activity Date On or MM/DD/YYYY [ l 1
Used to correct receipt
Purchase Order l = .
Document Date On or After MM/DD/YYYY [

Receipt %‘ accountlng aS needed

‘ Document Date On or
— Before

Zero Quantity/Amount

Exclude Spend Categories

[
Spend Category ‘ = ‘
[

Worktags

Mass Cancel Recelpts




Workday 38:
Feature Highlights

Learning

Sharing Learning Paths
Announcements in Learning
Custom sliders
Retake/Replay courses

On the Job Training



Save Course To

e

RECENTLY UPDATED PATHS

Learning Path «
+

 ANYONE WITH THE LINK

Learning Path

2 items

o Edit Details Z e'.‘hange Privacy Settings [‘_’19 Share Path =<{

Learning Paths are groupings of
training content that can be created
by saving learning pages

Once a path is created, it can be
shared, edited or updated to be
made private to the learner only

Once Share Path is clicked, the link
has been copied and can be sent to
any other learner

Sharing Learning Paths




e Announcements specific to
learning content will appear
on the Workday Learning
landing page

What will you learn today?

From Your Learning Team

New Content is Available!

e TheTalent Development
team will use these
announcements to
communicate information to
Brown learners

New Learning Content has been made available. Please click here for more information.

Read More = 22 days ago

Announcements in Learning




Test Custom Stder ( veror ) e Custom Learning Sliders
allow Talent Development to

S o & group learning content and
N display the contentin a
single panel on the Learner

Artificial Intelligence and Palo Alto Networks Palo Alto Networks Acce ( > |
Business Strategy Cybersecurity... Cybersecurity... and’ M- p a g e
Course * 86 minutes Course * 230 minutes Course * 85 minutes ¢
® This helps learners access
View Course & View Course ® View Course &

-~ curated content on an
ongoing basis

Custom Sliders




Retake Course. We recommend you retake this
course if you want to improve your results.

COMPLETED

Lessons Delivery Mode

1 Self-Directed

Retake and Replay is available for
course material you have previously
completed

Replay Course is available for media
based courses; Retake Course is
available for other content

Retake/Replay Course




Lesson Type Training Activity

onortr 4| | ® Supports Training Activities in
addition to other content types in
- | Blended Courses

Training Materials

e Activities are tracked in addition to
other content to confirm meetings,
observations, assessments and other

interactions are part of training are
documented.

Track Grades

Grading Scheme * ‘ Pa

On the Job Training




WOI'kday 38 _ e Correct time off via Mobile
Feature Highlights

e Name pronunciation via Mobile

® Scanreceipts and create
Mobile expense reports via Mobile




- ® Time Off corrections can be done

by selecting days that have been
submitted

Type *

5 ¢ 1 12

L . . s .
Vacation Days (Exempt)

L] - . 3

Duration (Days)

N , e Once selected, you can edit total
7 p— hours/days submitted or delete
F:z Approved: Vacation Days (Exempt) v t I m e

fi] Delete

e Time will display as being
corrected

Correct Time Off via Mobile




e Name pronunciation is available
to update in mobile and is
PRI | S viewable on workers profile when
using the Workday Mobile app

Change My Name Pronunciation AbsenceAdministrator kS =

AbsenceAdministrator, KS
(645495)

Absence Administrator

Name Pronunciation via Mobile




® Receipt scanning directly from Create
Available Expenses Expense Report process in mobile
e application

Scan Receipt

e Once scanned, select applicable receipts
¢ o + BB and click Add to Report

1 expense added
Scanning - feel free to continue working

Receipt
"
Scanning - details will autofill

Mobile Expenses




@

Expense Reports
0.00 USD

e Complete your expense report on the
mobile application or log into Workday
— T~ from your computer.

Finance an d Administration

Create Expense Report

% Cost Center: CC30253
Workday Program

e The scanned receipt will be awaiting your
R — action when creating the next expense
e report in Workday

Mobile Expenses




e Next release of Workday
functionality in September
2022




